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QUESTION 1: DATA INPUT AND FORMATTING — MS WORD (20marks)

Load a word processor and input the data below:
Hard ware

Like a manual system for processing data, all computer systems perform the functions of; input, output, central
processing, temporal storage or memory, and permanent storage. Devices in a computer system perform the same
functions as the clerk (central Processor), the desk (temporal storage), the filing cabinets (permanent storage), and the
incoming and outgoing trays (input and output).

The central processor and memory

The central processor and the memory device are normally housed in the same box or
processing unit (CPU) 1. The CPU is the centre or the brain of the system, and all other d
indirectly into it.

Permanent storage

Data processing systems require the ability to store all the data and instruction
storage is called permanent storage. Although there are many ways of storing @ata’ on ajp nent basis, magnetic
tapes and disks are the most common forms.
Magnetic tape is a sequential access storage device (SASD) 2. Sequential acce eang that data must be read or
written in sequence, ore data item after another. If the computer is goin read dat
all of the tape before the desired piece of data must be passed over
tapes. The disk, although more expensive, eliminates this disadvant
Disk devices .

Most disk devices have several disks or plotters stacked on top'o room between each or plotter to allow a
read/write arm to access information stored on either sideghof thexd

The disks, which are mounted in a disk drif, rotate at id Spe

sing access arms, data is either read from or
written to the disk surface, which is magneti¢materi
Source: awake 2005, page 3, 137" edition.

Work Required:
1.1 Format the headings as follows:

— The main heading: font si

The sub headings: fo

nt type'= Arial Narrow, bold, centre and caps. (1.5 marks)
t type = Cambria, bold and in initial caps. (1.5 marks)
r of the paragraph on three lines with no distance from the text.

1.2

kets. (0.5mark)

nt size 12;

rocessing unit (1mark)

| access storage device. (1mark)

ent using file name (FILELATCIP add your table number and year), in a folder on the
(ATCINFORPROC your table number and year) (1mark)

s and put in your answer booklet. (1mark)

ext (8marks)
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QUESTION 2: CONCEPTION OF FORMS-MS WORD
The table on figure 1 comprises a customer’s index card of ALUMBA ENTERPRISE.

Work Required
2.1 Using Microsoft word, reproduce and print the card to be filled by the prospective customer. (20 Marks)
2.2 Save the document using the file name ‘file two’

QUESTION 3: LETTER PRESENTATION - MS WORD (20 marks)

Telephone; 237 224 342 411, e-mail; bambou@gmail.com, Banker; GIFT BA
0019442754344-456, Capital; 15 000 000 000FCFA, design a logo of your choic
wisely for development.

Bambou and Co. Ltd, PO Box 76, Muyuka (Addresser), Your Ref:
Common Initiative Industry, PO Box 347, Bamenda.

Dear Sirs, letter of enquiry, //On watching “STV” Television, we s
sell Turkish curtain materials all over the national tekritory
services offered in addition to discounts offered for vafious rea
send to us your latest quotation. We would also be pleased t@
conditions required for the various after sales servicess //
promise to place many large commands for su izati
Purchasing Manager

ail prices with a lot of after-sales
interested and will be happy if you can
he various discounts offered as well as the
nd sales conditions are both satisfactory, we
arthfully, Bambou and Co. Ltd., Tamba Henry,

Work Required
3.1 Display the printed letterhead and type the'letter
3.2 Save the document using the file n| le'three’

semi blocked layout with closed punctuations.

(20 Marks)

QUESTION 4:

You are the managi
noted for excel

Work Re
4.1 Realizg the tation and print two copies as sample
4.2 Save the t using the file name ‘file four’

QUESTION 5: TABULAR AND GRAPHIC DISPLAY-MS EXCEL
You work with GREEN BUSINESS VENTURES, dealers in imports and sale of used cars and motor spare parts. For

the years 2018 and 2019, the turnover of your enterprise in million francs CFA was summarized and put in a table as
follows:
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Appendix 2
Turnover of cars and motor spare parts in GREEN BUSINESS VENTURES in million francs CFA
Years J F M A M J J A S 0 N D
2018 18 10 16 18 17 20 16 20 21 22 18 21
2019 17 18 13 14 17 20 18 24 30 32 20 22
Work Required
5.1 Use MS Excel, analyze appendix 2 giving out the cumulative totals of the current year as well mobile total
sales of the periods. (15
Marks)
5.2 Transform the table into a Z graph. (5'Marks)
5.3 Save the document in file name ‘file five’
figure 1 for Question 2 h
CUSTOMER’S CARD INDEX
) ) o - bl o | g & <
3| % | ¥5 23 /488883 3 58%¢7E S
S|E8 2 §§d939938 25 5% A Yy S
I 88§S8Le 8389238335332 80=249 ¢
O
Delivery Mode of payment Month of settlement o
Name:
Address:
Telephone N° E-Mail
Delivery: carriage paid |:| carriage forward |:| Francq:'
Settlement: At Counter [ Cash [ ] Bank Cheque [ ] bank draft [ ]
Bill of exchange: [ ]  30days[ | 45 days[ | 60days [ ]
Reduction: Cash Discount:
Order No | Date of Invoices Settlement
delivery No Date Amount Date Amount
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